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Supplement  1 


TO:  Bran chr  and  Division  Chiefs  and  Regional  Administrators 

FROM.:  F.  J.  Hughes,  Chief,  Administrative  Services  Division 

SUBJECT:     Procedure  for  Procurement  of  Supplies 

SECTION  I  -  GEIIERAL  ./ .  ' 

A.  ' The  purpose  of  this  Supplement  is  to.  provide  procedure,  as  well  as  gen- 
'   eral  information,  for  the  issuance  of  purchase  orders  in  the  Regional 

Administrative  Services  Divisions.     The  Division  of  Purchase,  Sales,  and 
Traffic  of  the  Department  is  now  in  the  course  of  preparing  manuals  on 
contract,  purchase  and  transportation  procedure  and  no  effort  will 
therefore  be  made  to  give  a  complete  coverage  of  purchasing  procedure 
in  this  Supplement.    As  the  manuals  are  made  available,  copies  will  be 
furnished  to  the  Regional  Administrative  Services  Divisions, 

B.  In  addition  to  the  authority/  vested  in  the  Regional  Administrative  Ser- 
vices Divisions  by  SECTION  IV  of  Administrative  Services  Division  Memo- 
randum No.  7  to  issue  orders  and  consummate  purchases  of  office  supplies 
and  stationery,  bus,  subway  and  street  car  tokens,  postage  stam.ps  and 
rubber  stamps,  they  maj/-  also  issue  purchase  orders  to  cover  such  miscel- 
laneous items  as  crating,  local  draya<re,  and  ropairin'?  of  eoui-oment  and 
machines,  and  other  similar  services. 

C.  This  Supplement  or  the  previous  Mem.orandum  shall  not  ba  construed  as 
delegating  authority  to  the  Regional  Administrative  Services ' Divisi ons 
to  issue  orders  f.or  and  consumm.ate  the  purchase  of  furniture,  office 
and  laboratory/  equipment,  and  machines, 

D.  The  authority  delegated  to  the  Chiefs  of  the  Ro,<5;ional  Administrative 
Services  Divisions  .shall  be  exercised  with  prudence  and  for  the  best 
interests  of  the  Government,  especially  with  respect  to  open  market 
purchases  of  supplies  and  stationery.    ""Jhenever  such  items  are  avail- 
able from  contract  sources  at  a  substantially  lower  cost,  they  should 
not  be  procured  in  the  open  market  unless  time  .of  delivery  is  an  es- 
sential factor.  ,  ". 

E.  Copies  of  the  various  classes  and  supplements  thereto  of  the  General 
Schedule  of  Supplies,    stock,  catalogs, . price  lists,  etc.,  will  bo 
furnished  to  the  Regional  Administrative  Services  Divisions  as  they 
are  made  available. 


-  2  - 


F«  The  application  of  ■preference  ratings  mil;  "bo  ;co-ver6d  in  a  later  Supple- 
ment to  Adminis trativG  Services  Division  ^.fcinoranQum  No,  7,     It  is  neces- 
sary to  secure  estimates  from  tljo  Regional  Adm.inistrative  Services  Di- 
visions as  to  the  needs  of  their  respective  regions  for  supolios  requir- 
ing the  assignment  of  preference  ratings  and  to  submit  appropriate  ap- 
plications therefor  to  the  Yfar  Production  Board.    Action  is  now  being 
taken  to  secure  such  estimates  for  the  next  quarter.     In  the  merintime, 
requisitions  for  supplies  requiring  the  assignment  of  preference  ratings 
should  be  forwarded  to  the  Procurement  Section,  Administrative  Services 
Division,  Washington,  D.  C,  for  issuance  of  the  necessary  purchase 
orders • 

SECTION  IT  -  FJH CHASE  ORDER  FORM  •   ;  .  '  ■ 

A.  An  effort  is  being  made  at  present  bv  n.  special  coivonittce  of  Government 
officials  to  devise  and  have  placed  in  use  a  standard  purchase  order  form 
by  all  Government  departments  and  agencies,  -.'"'/hen  such  .a.- form-  is  .promul- 
gated for  use,  the  Federal  departments  and  agencies  v.'ill  be  allowed  a 
reasonable  period  in  which  to  exhaust  any  existing  stocks.    A  purchase 
order  form,  for  the  specific  use  of  the  Regional  Administrative- 'Services 
Divisions  only  will  therefore  not  bo  made  available  at  this  timo, 

B.  The  purchase  order  blank.  Form  SP^i'^-lOS?,  will  be  used.     This  form,  which 
censists  of  nine  copies  of  va.rying  colors,  is  intcrloav-ed  Avith  one-timo 
carbon  and  v.'orks  on  the  snap-out  principle.    At  the  timo  the  form  was 
designed  it  was  being  issued  exclusively  from.  Washington .  .  The -  copies 
are  therefore  not  in  every  instance  appropriate  for  use  in  the  Regional 
Administrative  Services  Divisions,  but  it.is.be-licvcd  that  they  can  be 
used  without  unnecessary  inconvenience  by  minor  changes  which, can  be 
made  readil3/.     The  various  copies  of  the  form  and  their  intended  use 

are  as  follows: 


FORM  NO. 

COLOR 

DESIGNATION  OR  INTENDED  USE 

S?'i/'>.-1027 

Ymito 

Original  -  Vendor's  Copy 

S'lA-lOSYA 

Cherry. 

Regional  Fiscal  Division  Copy 

S''IA-1027B 

Yellow 

Purchasing  Officer's  Copy 

Sm-1027C 

Br  ovm 

Property  Records  Copy 

Sm-1027D 

Gray 

Procurement  Division  Copy-                 .  . 

Sm-1027E  ' 

Canary 

ASD  Procurement  Section  Copy 

SWi.-l027F 

Green 

Receipted  Co.py  for  Purchasing  Officer 

S'1A.-1027G 

Salmon  ■ 

Receipted  Co.py  for  Regional  Fiscal  Division 

Sm-1027H 

Blue 

Requisitioner' s  Copy 

1.  Form  S^'IA-1027  '  (white)  will  be  forvnrded  to  the  vendor,-  together  with 
copies  of  Standard  Form  No.  10 3,4 -Revised,  Public  Voucher  for  Purchases 
and  Services  Other  Than  'Personal,  Government  bill  of  lading  (if  re- 
quired), and  any  samples. 

2.  Form  S''u'i-1027A  (cherry)  will  be  for.^■arded  tq  the  Regional  Fiscal  Di- 
vision for  use  of  the  bookkeeping  unit. 

3.  J'orm  SW-1027B  (yellow)  will  be  retained  at  all  times  in  the  files  of 
the  Purchasing  Officer. 


4,  Form  S1'1A.-1027C  (bro-wn)  is  intended  for  the  Property  Records  Clerk 
in  recording  nonexpendable  property.     There  should  be  little,  if 
any,  use  for  this  copy. 

5,  Form  SMA.-1027D  (gray)  iwill  be  kept  in  a  separate  file  and  forwarded 
at  the  end  of ' the  month  to  the  Procurement  Section,  Administrative 
Services  Division,  Washington,  D.  C.     The  Procurev.ient  Section  will 
consolidate  the  copies  received  from  all  Regional  Administrative 
Services  Divisions  and  forvjard.  them  immediatelv  to  the  Pronuremant 
Division,  Treasury  Department,  as  required  by  their  resrulations . 

6.  Form  S^TA-lOSTE  (canary)  will  also  be  kept  in  a  separate  file  and, 
until  further  instructions,  forwarded  at  the  end  of  the  vie  sir.  to  the 
Procurement  Section,  Administrative  Services-  Division,.  Wa shin?: ton, 
D.  C.     This  ivill  afford  the  Procurement  Section  an  opportunit;'-  to 

'    review  the  purchases  being  consummated  in  the  field  and  to  offer  sug- 
gestions, whenever  desirable,  for  improved  procedure,  simplification 
and  standardization  of  purchasing  operations. 

7.  '  Forms' Sm-1027F  (green),  SJ.IA-1027G  (salmon),  and  S'vui-1027H  (blue)  will 

be  forwarded  to  the  consignee  or  requisitioning  office.    Upon  delivery 
of  the  material  or  rendering  of  the  service  covered  b}''  the  purchase 
order,  the  consignee  will  receipt  and  return  the  G-roon  and  Salmon 
copies  to  the  Regional  Administrative  Services  Division.     The  Salmon 
copy  will  then  be  transmitted  to  the  Regional  Fiscal  Division  for  use 
in  auditing  and  certifying  the  vouchor  of  the  vendor  for  payment*  The 
Blue  copy  will  be  retained  by  the  consignee  for  his  files. 

SECTION  III  -  ENCUTvffiPJlI^^CE 

A.' In  many  instances,  the  funds  for  conducting  the  field  activities  in  the 
various  regions  arc  available  in  the  respective  Regional  Fiscal  Divisions, 
and  in  the  near  future  it  is  expected  that  all  funds  for  field  expendi- 
tures will  bo  handlod    through  the  Regional  Fiscal  Divisions. 

E.  Each  requisition  s'hould  bo  chocked  as  to  correctness  of  contract  item 
number  (if  any),  description  of  articles,  unit  prices  and  amounts,  and 
the  number  of  the  purchase  order  to  be  issued  indicated  in  the  upper 
right-hand  corner.     The  requisition  with  the  purchase  order  form  attached 
should  then  be  referred  to  the  Regional  Fiscal  Division  for  indicating 
encumbrance  of  funds  on  the  original  copy  of  the  requisition  and  on  Form 
g;,TA-l027A  of  the  purchase  order  blank.     The  original  copy  of  the  requisi- 
tion should  bo  made  a  part,  of  the  purchase  order  document  and  retained 
at  all  times  in  the  files  of  the  Purchasing  Officer,  as  evidence  of  the 
encumbrance  of  necessarjr  funds  by  the  Regional  Fiscal  Division. 

SECTION  IV  -  PREPARATION  OF  HJRCHASE  ORDER 

A.  Since  the  purchase  order  form  consists  of  so  Tmny  copies,  it  is  sug- 
,  gostod  that  a  typewriter  with  Pica  type  and  a  hard  platen  be  used  for 
typing  the  orders.    Also,  due  to  the  peculiar  construction  of  the  form 
and  the  difficulty  in  making  erasures  and  corrections,  a  typist  who  is 
reasonably  accurate  should  be  assigned  to  type  the  orders  so  that  they 
will  be  legible  and  neat  appearing. 


The  various  parts  or  "blocks  of -■  the  purchase  order  form  ai:d  their  pur- 
poses are  outlined  below.     Samples  to  illustrate  the  various  points  are 
attached . 

"■ . .  ■      . '       •  *  ■ 

1.  Heading.     The  headin-i;  of  the  fom  v.'ill  remain  the  same  except  that 
"Svirplus  Marketing  xA.dministr&tion,  Washington,  D.G.,"  will  be  blocked 
out,  ^:\nd  "Food  Distribution  Administration"  and  the  address  of  the 
issuing:  office  inserted  imm.ediately  below,  thus:  •" 

UIIITED  STATES  DEPAP.T^^IEFr  OF  AGRICULTURE 

Food  Distribution  Administration 
5  South  I'Tabash  Avenue 

Chicago,  Illinois  "■•  • 

2.  P.  0.  No.     Each  purchase  order  will  be  assir^ned  a  number  v/hich  v/ill 
be  prefixed  with  the  first  letter  of  the  name  of  -the  region,  except 
in  the  case  of  the  Southwest  Re;°;ion  where  the  letters  "S'T'  will  be 
used,  and  suffixed  by  tho  last  ti;jo  figu  res  of,  the  fiscal  vear  in  which 
the  order,  is  issued.     The  purchase  orders  issued  by  the  Northeast 
Region  would  be  numbered,  for  example,  ]\T-l-43,  N-2-43,  N-3-43,  etc, 

3.  .  Date.     Should  preferably  be  the  date  on  which  order  is  mailed  or  re- 

leased rather  than  the  date  of  preparation. 

4.  Appropriation.     The  appropriation  s:^7mbol  end  the  brgn'ch  or  division 
name  must  be  indicated. 

5.  To.     The  com.plet.^  name  and  address  of  th.:  vendor  or  contr-r.ctor  should 
be  given  in  this  block.     It  is  particularly  import'^nt  that  the  name 
and  address  be  accurate  if  unnecessary  delays  ar'e  to  be  'avoided,  and 
especially  so  ivhen  the  items  being  procured  are  covered  by  contract, 
since  tho  Regional  Fiscal  Divisions  aro  permitted  to  certify-  vouchers 
for  payment  only  when  the  paj'-e^'s  name  coincides  with  the  contractor's 
name  as  shown  on  tho  purchase  order.     If  v/indoiv  envelopes  arc  used  for 
mailing  the  purchase  orders,  the  name  and  address  should  be  appropri- 
ately placed  in  the  block  for  this  purpose. 

6.  please  deliver  the  following  to.     The  complete  name  and  address  of 
the"  consignee  should  be  shown •  in  this  block,    Ti/h^never  possible,  the 
name  and  address  only  of  the  office  rathar  than  the  iTamo  of  an  officer 
or  employee  should  be  sho"i;n,  for  example: 

,    ,  .Grain  Products  Branch 

,  .  .■    ■  Food  Distribution  Adm.  in  i  strati  en 

.    1108  Post  Off ice 'Building  ■  ■  ■  ■  ' 
Chicago,  Illinois  ■  ■ 

It  is  suggested  that  ^vhcre  possible  and  practicril  only  one  consignee 
should  be  indicated  on  each  purchase  order..    Ho-fvever,  where  a  savings 
might  be  effected  by  consolidation  of  several  shipm.ents  on  a  single 


order,  necessitating  more  than  one  consifrnee,  a  rfifsrence  of  "See 
below"  or  "See  attached  list"-  may  be  made  in  this  block, 

7.  Articles  or  Services,    A  complete  description  of  the  articles  or  ser- 
vi cel~7^~sl/r~d~"7'H ~ul d~b e  furaished,,     The  utmost- care  should  be  exer- 
cised to  see  that  the  descrip-cion  is  accurate  and  -riven  in  the  order 
of  its  relative  impor-tance^     To  iilustrato,  if  in-ex  cards  are  being 
ordered,  the  description  should  not  be  given  as  - 

Index  cards , .medium  weight,  3x5,  white 

,    ►  ■ '   but  as 

Cards,  index,  3x5,  medium  weight,  v/hite 

This  may  be  more  clearly  understood  by  asking  the  question  as  to  what 
is  the  one  word  that  exoresses  the  main  thine  it  is  desired  to  pur- 
chase and  following  throup-h  in  order^  such  as        machine.    Y/hat  kind 
of  a  machine?    Computing.    Wri^.t  kind  of  a  coraputing  machine?  Monroe* 
What  kind  of  a  Monroe  computing  machine?"   Model  IJt-200,     The  machine 
would  therefore  be  described  in  order  of  relative  importance  as  - 

Machine,  computing,  Monroe,  Mo'del  JA-ZOO 

These  illustrations  are  exemplified  in  the  description  of  equipment 
and  supplies  in  the  General  Schedule  of  Supplies-,  Procurem_ent  Division 
Stock  List,  Central  Sup^oly  Division  Stock  Catalop^,,  and  ev^n  in  the 
general  AMA  Stock  Catalog.    References  to  method  of  purchase  should 
likewise  be  incorporated  in  this  block,  such  as  open  market,  quota- 
tions received,  item,  number,  or  contract  number.     The  copies  of  pur- 
chase orders  issued  from  Yfa shin g ton  iriay  be  reviewed  for  style  and 
method  of  indicating  this  information. 

8.  Quantity,  Unit,  and  Unit  Price.     The  quantity  should  be  expressed  in 
the  number  of  units  desired.     If  the  unit  is  a. "dozen"  and  12  dozen 
are  desired,  the  fifcure  "12"  should  be  indicated  in  the  "Quantity" 
column  and  the  word  "dozen"  shown  in  the  "Unit"  colunm.     The  unit 
price  should  be  the  price  for  a  full,  single  unit  as  expressed  in  the 
"Unit"  column.    The  unit  and  unit  price  listed  in  the  General  Schedule 
of  Supplies,  Procurement  Division  Stock  List,  and  commercial  price 
lists  or  catalogs  referred  to  in  the  General  Schedule  of  Supplies  must 
be  used.     In  most  cases,  the  contractors  vi/ill  not  furnish  a  lesser 
quantity  than  a  full  -unit  or  the  quantit\r.  of  issue  indicated  in  the 
schedule  or  catalog.     The  unit  for  cheesecloth  generally  is  "yard" 
but  the  minimum  quantity  of  issue  may  be  one  "50-yard  bolt," 

9.  Amount,    Under  the  "Amount"  column  there  should  bo  indicated  the  ox- 
tended  price  of  the  individual  items  ordered.     This  shall  be  the  fig- 
ure resulting  from  the  number  of  units  times  the  unit- price  indicated, 

■  If  two  or  more  items  are  covered  by  the  same  order,  the  extended 
prices  should  be  totalled. 


10,  To  be  shipped  via.    Reference  to  the  method  of  shipimont  or  Government 


bill  of  lading,  if  furnished,  s.hould  "be  shown  thereunder.    When  the 
transportation  charges  are  to  he  paid  by  the  contractor,  the  word 
"Prepaid"  should  be  inserted.     If  delivery  is  at  the  point  of  orieriu, 
there  should.be  sho-vvn  "Parcel  Post,  and  add  cost  as  a  separate  item' 
on  voucher,"  "Express  -  Government  Bill  of  Ladin'^  A-  or 
"Freight  -  rTOvernnient  Bill  of  Lading  A-  ." 


11.  F.O.B.     The  f.o.b.  point  is  the  place  from  which  the  transnortation 
charges  are  payable  by  the  Government  or  the  point  to  which  delivery  is 
required  to  be  prepaid  by  the  contractor  or  vendor,  as  provided  in  the 
contract  or  the  open  market  a2;reeraent.     Caution  should  be  exercised  in 
indicating  the  f.o.b.  shipping  or  delivery  point.    Some  contracts  - 
both  mandatory  and  nonmandator^'-  -  under  the  General  Schedule  of  Sup- 
plies provide  for  delivery  f.o.b.  destination,  which  must  be  distin- 
guished from  those  calling  for  delivorjA  f.o.b.  a  city  or  zone.  F.o.b. 
destination  provides  for  delivery  to  the  actual  point  specified  in  the 
purch'^se  order,  ¥>fhereas  f.o.b,  a  zone,  or  citjr,  generalljr  provides  for 
delivery  to  the  terminal  of  the  coivanon  carrier  rather  than  to  the  ac- 
tual destination.     It  will  also  be  observed  thi.t  many  contracts  of  the 
General  Schedule  of  SiAoplies  provide  for  a  f.o.b.  point  which  is  differ 
ent  from  the  delivery  point  indicated  under  the  contract.     For  exam.ple, 
an  item  of  supply  covered  by  contract  might  be  listed  as  f.o.b.  V(ash- 
ington,  D.G.,  whereas  for  field  deliveries  the  contract  vd.  11  provide 
that  the  shipping  point  vjill  be  other  than  lYashington,  D.  C.  Accord- 
ingly, the  f.o.b.  point  indicated  ivould  be  that  provided  in  the  con- 
tract and  the  shipment  would  actually  originate  at  the  shipping  point 
indicated,  and  the  transportation  e3^ense  handled  in  accordance  with 
the  instructions  contained  in  Paragraph  6  of  Appendix  B  to  the  Index 

of  Awards,  of  the  General  Schedule  of  Supplies.     If,  as  provided  in 
Paragraph  6  of  the  special  conditions,  the  Govornment  is  entitled  to 
any  tronsporta tion  allowance,  such  notations  shf 11  be  made  on  the  pur- 
chase order.     (See  Paragraph  B-2-a  of  SECTION  Vl). 

12.  Delivery.     The  time  of  delivery,  as  specified  in  the  contract  or  as 
quoted  by  the  vendor  in  the  case  of  open  market  transactions,  should 
be  shown . 

13.  Terms.     The  discount  terms  listed  in  the  contract  or  offered  by  the 
vendor  in  open  raarket  purchases  should  alwa3'-s  be  clearly  indicated. 
In  m.any  instances,  contractors  and  vendors  fail  to  indicate  on  their 
vouchers  that  a  discount  is  offered;  the  infornation  must  therefore 
be  incorporated  on'  the  purchase  order  to  a.ssure  the  taking  of  proper 
discount  deductions.     If  no  discount  is  alloved,  the  v/ord  "iv^'et"  should 
be  shown. 

14.  The  block  in  the  lower  left-hand  corner  should  provide  instructions  to 
the  contractor  relative  to  the  mailing:;  of  his  voucher  or  certified  in- 
voice.    Due  to  the  limited  space  which  will  permit  only  three  lines, 
the  words  "Surplus  Marketing  Adirdnistration"  should  be  blocked  out  and 
the  address  shown  as  in  the  ho'Viding  of  the  order. 

15.  The  block  in  the  lower  right-hand  corner  providing. .for  the  signature 
and  title  of  the  issuing  officer  is  self-explanatory.    All  orders  will 
be  signed  by,  and  over  the  title  of,  Chief,  or  Acting. Chief ,  Regional 
Administrative  Services  Division. 


SECTION  V  -  A?.1EmiSTTTS ,  CORRECTIONS,  0^  CANCELLATION'S  OF  PURCHASE  ORDERS 


A.  Changes  involvp.n^  a-mendments,  corrections  or  cancellations  of  previousl-y 
issued  purchase  orders  shall  be  handle  d  by  the  issuairce  of  a  sub-order, 
bearing  the  identical  number  of  the  original  order,  with  Sub.  1,  2,  3, 
etc.,  as  a  suffix.     In  the  preparation  of  a  sub-order  the  phraseology- 
should  be  such  that  any  person  receiving  a  copy  of  such  sub-order  could 
intelligently  interpret  that  transaction  in  connection  with  the  original 
order  without  the  necessity''  of  referring  to  other  files  or  correspondence. 
For  example,  if  there  is  any  increase  or  decrease  in  quantity  authorized 
under  the  sub-order,  it  should  be  indicated' as  follows:     "Please  refer 
to  Purchase  Order  No.  ,  dated  ,  which  is  amended  to  read 

as  follows:     (A  complete  recitation,  when  practicable,  of  the  correct 
order  should  then  be  given)."    When  the  original  order  is  too' lengthy  to 
allow  for  this  practice  and/or  the  comrDlete  recitation  of  the  corrected 
order  would  serve  no  useful  purpose,  and  the  sub-order  is  merely  to 
cover  a  condition  or  clause  to  be  added  or  a  correction  of  the  destinarr 
tion,  unit  price  or  total  amoiint,  it  may  be  expressed  thus:  "Please 
refer  to  P\.irchaso  Order  No.  ,  dated  ,  which  is  amended 

to  (change  unit  price  and  total  arrioxxnt  of  It=?m  3,  as  follovrs)  (change 
address  of  consignee  as  indicated  above)  (include  the  following):"  All 
sub-orders  issiied  to  cancel  the  original  order  may  read  "Please  refer  to 
Purchase  Order  No.  ,  dated  ,  and  cancel  the  (or  entire) 

order."      All  supplemental  orders  shall  have  indicated  thereon  when  there 
is  an  increase  or  a  decrease  in  cost,  a'  note  to  that  effect.     Such  a  nota- 
tion should  bo  so  placed  that  it  will-  come  to  the  immediate  attention  .;of 
■  the  Regional  Fiscal  Division.     This  notation  may  road  as  fellows:  "Net 
increa&e,  >^  ,"  or  "Net  decrease,  f  ."    The  latter  notation 

will  also  be  made  on  all  supplemental  orders  involring  a  cancellation  of 
the  original  order. 

B»  Changes,  either  increases  or  decreases,  in  the  amoimt  of  money  obligated 
should  be  handled  through  the  Regional  Fiscal  Division  in  the  sam.e  manner 
as  the  encumbrance  of  funds  under  the  original  coiraiitting  document. 

C.  In  instances  whore  it  is  necessary  for  the  contractor  to  manufacture 

the  material   (such  as  envelopes,  speciallA^  constructed  cartons,  etc.)  as 
distinguished  from  regular  stock,  it  is  a  common  practice  among  the  trade 
to  allow  for  a  small. over  or  under  run.'  An  understanding  has  been  reached 
with  the  Fiscal  Division  T\?herobv  they  will  cortifv  for  pa^rmont  such  vouch- 
ers vihen  covered  by  a  purchase  order,  even  though  the  amount  billed  by 
the  vendor  is  slightly  in  excess  of,  or  less  than,  the  amount  authorized, 
if  such  deviation  in  quantity  is  indicated  h^r  the  consip:nee  on  the  re- 
ceipted copy  of  the  purchase  order.     In  this  understanding  a  limitation 
for  the  allowable  excoss'ivas  determined  to  be  10%  of  the  original  order 
or  |1,00,  whichever  is  greater.    However,  it  will  be  no'cossary  that  a 
sub-order  bo  prepared  to  cover  anj/  amount  graater  than  "the  limitation. 

SECTION  VI  -  SOURCES  OF  SUPPLY  ''■■''  '  '' ■  *  .' 

A.  Upon  receipt  of  a  requisition  requiring  the  issuance  of  a"  purchase  order, 
'the  Regicxnal  Administrative  Services  Division  will-'-be  'responsible  for 
first  reviewing  and  determining  fr.c3m':.its  knowladgo  of  tWe  'functions  of 
the  ordering  office  whether  or  not  there  is  a  need  for  'the  supplies  or 
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services  requested  and  the  quantities  are  not  excessive,  checking  the 
availability  of  funds  for  the  specific  purchase','  'adequate  descrip.tion, 
delivery' point,  and  other  pertinent  information*    T.'ith  thi-s  information 
available  the  major  step  then  is  to  determine  the  scar-y- i  r  tiTi  vvh-'.ch  the 
article  or  service  should  be  procured.     Many. items  ars-  .avs. .lI.-wOI'H  through 
existing  contracts  or  Government  supply  soi;.i;'ces,  suo-.  r;s  tne  General  Sched- 
ule of  Supplies.  Procurement  Division  Stor't:^  Centi-o.  i  Suprly  Division  of 
the  Department,  Go^'-'r/.i  .ent  Printing  Office.  Federal  Priaovi  Industries, 
Inc.,  Departmental  or  other  Federal  contractG e'Kr...    Ylhere  the  article. or 
service  is  not  availanla  from  existing  contra-;";  or-  G-jvernment  supply 
sources,  it  is  the  rssoonsibility  of  the  pr.i'o'-:;. csiri?:  officer  to  determine 
the  appropr.i te  and  mo^f  economical  source  irc-ui  ivhioh  to  buy.  Like"wise, 
it  is  his  responsioility  to  determine  Tv'hoth::r  an  ai'cicle  may  be  purchased 
from  othei-  than  contract  or  established  r.L,p-oly  souj^cer  v/hen  the  circum- 
stances ai-3  such  that  an  open  market  purcliace  would  be  justified.  The 
various  sources  of  supply  will  be  covered  in  more  detail  in  succeeding 
paragraphs. 

B.  General  Schedule  of  Supplies.     The  General  Schedule  of  Suopli.'^s  issued  by 
the  Procurement  Division,  T^Gasur^/-  DooartrLC-nt,  contains  inform.ation  as  to 
supplies,  equipment,  and  services  available  for  purch?.se  by  the  Federal 
Government  umder  term  contracts  ner:vtiatod  bv  the  Procu'rement  Division. 
These  contracts  cover  items'' \'ihich,  from  past  Gxperienco^  .  it  has  been  de- 
termined are  procured  repeatedly,  and  additions  or  deletio.ns  of  itom.s  to 
the  General  Schedule  of  Supplies  are  made  after  the  Pi'ocu^^enont  Division 
develops  sufficient  information  from  the  dato,  compiled  from,  the  copies  of 
purchase  orders  v/hich  all  Federal  agencies  are  required  to  submiit  to  the 
Procurement  Division  on  a  monthly  basis.     Contracts  under  the  General 
Schedule  of  Supplies  are  made  for  specific  periods  of  time,  which  vary, 
depending  upon  the  class.    "lAJhen  contracts  expire  and  new  schedules  hcvo 
not  boon  received  in  the  regional  offices  and  it  becomes  necessary  to  pur- 
chase materials  normallj'-  covered  by  that  class,  inquiry  should  be  made  of 
the  procurement  Section,  Administrative  Services  Division,  ''''ashington, 
D.  C«,  to  determine  v;hether  or  not  new  contracts  have  been  executed.  The 
Procurement  Division  issues  circulars  which  will  be  distributed . by  the 
.Procurement  Section,  Adm.inistr''^ tive  Services  Division,  in  the  same  manner 
as  aro  copies  of  the  General  Schedule  of  Supplies,     Those  circulars  con- 
tain information  concerning  price  changes,  printing  errors,  and  changes 
in  contract  terms.     It  is  quite  important  that  iimncdiatcly  upon  receipt  of 
such  circulars  the  Schedule  should  be  corrected  accordingly  vxid  the  cir- 
culars filed ^ for  ready  reference.     Orders  should  bo  pieced  with  contract- 
ors under  the  General  Schedule  of  Supplies  only  at  the  address  shown  in 
the  Schedule,  unless  instructions  are  given  therein  for  placing  orders  with 
agents  or  other  points  of  distribution.     Contracts  under  the  General  Sched- 
ule of  Supplies  may  bo  placed  in  throe  categories,  namely,  mandatory,  non- 
mandatory,  and  permissive. 

1»    'Mandatory.    Mandator}^  contracts  are  those  which  everj''  executive  de- 
partment  or  independent  establishment  of  the  Federal  Government  must 
use,  or  those  which  certain  departments  and  establishments  or  sub- 
•  divisions  thereof  must  use  when  specifically  named  in  the  Schedule, 
Only  certain  contracts  are  mandatory  for  nation-^'ddc  use,  xvhereas  all 
contracts  are  mandatory  for  deliveries  in  Washington,  D.C.  Contracts 
which  are  mandatory  upon  the  Government  are  likewise  mandatory  upon  the 
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contractor.     If  a  'contract  is  mandatory  a  purchriso  from  other  sources 
may  not  be  mndo  unless  clearance  is  obtained  from  the  Procurement 
Division.     To  determine  whether  a  given  contract  is  of  a  mandatory 
nature,  reference  should  be  made  to  the  statement  on  Pago  2  of  the  ap- 
propriate class  to  the  General  Schedule  of  Supplies;  which  begins 
"For  use  by,  etc."  '  '  ./r.'  \ 

2.    IJonmandatory.,  Contracts  of  this  character  are  usually  referred  to 

as  nonmandatory  when  they  are  not  binding  on  all  Federal  agencies  for 
field  deliveries.    Vihen  the  Department  of  Agricult^Are  and/or  bureau 
are  not  specifically  named  under  the  use  clause  of  the  applicable 
class  to  the  Schedule,  the  Regional  Administrative  Services  Divisions 
are  not  obligated  to  procure  supplies  under  suoh  ccntracts.  Likewise, 
it  is  not  mandatory  upon  the  contractors  in  such  instances  to  accept 
orders  for  field  deliveries  except  as  stated  in  sub-paragraph  a* 

a.  Paragraph  6  of  the  General  Conditions  app3  aring  in  the  Index  to 
Awards  to  the  General'  Schedule  of  Supplies  provides  that  vi/hen  a 
contract  is  not  mandatory  on  a  department  or  establishment  for 
field  deliveries,  it  may  be  used  for  deliveries  outside  of  the 
District  of  Columbia  if  the  contractor  is  willing  to  accept  the 
order.     On  shipments  weighing  less  than  100  poujids  where  trans- 
portation charges  are  not  greater  than  to  Washin.trton ,  D.C.,  the 
contractor  shall  pay  the  transportation  charges.     On  all  other 
shipments,  the  contractor  shall  deduct  from  his  invoice  or  voucher 
the  transportation  charges  from  his  shipping  point  to  Vfashington, 
-D.C.     If  the  shipment  will  weigh 'less  than  20  pounds,  the  con- 
tractor should  be  instructed  to  forvv'ard  by  parcel  post  and  add 
excess  cost  (if  distance  is  greater  than  from  his  shipping  point 
to  Washington,  D.C.)  to  his  invoice 'or  voucher;  and  if  shipment  is 

•to-be  made  by  express  or  freight,  the  contractor  should  be  fur- 
nished with  a  Government  bill " of  lading.     In  instances  where  ship- 
ment is  to  be  made  on  a  Government  bill  of  ladin,?;,  the  purchase 
order  should  carry  a  notation  that  full  transportation  charges  to 
Washington,  D.C.  are  to  be  allowed.    The  most  economical  method 
available  to  the  contractor  for  shipment  will,  be'  used  in  determin- 
ing any  credits  to  be  allowed  or  extra  charges  paj^able  to  the  con- 
tractor.   Should  the  contractor  fail  to  return  an  order  so  placed 
within  ten  days  from  the  date  it  is  received  by,  hiin,  it  then  be- 
comes mandatory  upon  him  to  furnish  the  materials  in  the  same 
manner  as  would  a  purchase  made  under  a  mandatory  ontract.  Al- 
though it  is  not  necessary  to  place  orders  against  nonmon  datory 
contracts  when  deliverj'-  is  to  be  made  to  a  field  ■oolnt,  careful 
consideration  should  be  given  to  such  a  purchase  by  comparing  the 
contract  price,  transportation  cost  and  delivery  time  with  the 
cost  and  deliveries  available  through  open  market  purchases. 

b.  There  may  be  instances  where  supplies,  services,  etc.,  covered 
by  the  General  Schedule  of  Supplies  would  not  meet  requirements. 
In  such  a  case,  if  the  contract'  item  is  not  mandator^,'-  no  ob- 
jection is  raised  to  the  purchase  of  material  from  such  other 
sources  as  can  furnish  the  required  item.     However,  if  the  con- 
tract is  mandatory  with  respect  to  field  -deliveries,  there  is  no 
authority  to  disregard  the  contract  item;  the  only  alternative 


being  the  SGcuring  of  o,  clearance  from  the  Procurement  Division, 
Treasury  Department,  Washington,  D.C.,  to  buj'-  without  regard  to 
the  existing  contract.    Requests  for  clearance  must  shovj  in  detail 
v/hy  it  is  necessary  to  have  the  particular  item  and  also  vjhy  the 
contract  item  vjill  not  meet  requirements.     The  requests  should  bo 
'  prepared  on  a  draft  basis,  and  routed  to  th.;  Procurement  Section, 
Administrative  Services  Division,  "-^feshington ,  D.C.     That  Section 
-vill  review  such  requests  ?nd  prepare  in  final  form  for  the  signa- 
ture of  the  Chief  of  the  Division  of  Purchase,  Sales,' and  Traffic. 
If  the  Procurement  Division  grants  clearance  and  the  purchase  is 
made,  the  clearance  m.ust  be  attached  to  the  P.egional  Fiscal  Divisioi 
cop3/  of  the  purchase  order  and  ultimately  transmitted  to  the  Genera] 
Accounting  Office  with  the  voucher. 

3.     Permissive  Contracts,     Contracts  of  this  tvpo  are  identified  by  a 

statement  appearing  on  Page  2  of  the  applicable  class  to  the  Schedule, 
which  roads:     "For  use  by  the  Procurement  Division  of  the  Treasury 
Department,  and  by  such  other  govemm.cnt  activities  as  may  desire  to 
procure  under  this  schedule."    Under  such  contr'''.cts  it  is  mandatory 
upon  the  contractor  to  fill  orders  received  from  any  Federal  agency. 
It  is  possible,  however,  that  contracts  or  open  market  purchases  may 
be  made  when  more  advantageous  and  convenient  to  the  ordering  agency, 
without  the  necessity  of  obtP.ining  clearance  from  the  Procurement 
Division  of  the  Treasury  Department. 

The  General  Conditions  applicnblc  'to  contracts  in  the  General  Schedule  of 
Supplies  are  contained  in  the  Indox  of  A'^^'ards.     Each  employee  responsible 
for  checking,  preparing,  and  executing  orders  should-  study  these  condi- 
tions very  thoroughly,  since  they  provide  the  basic  regulations  as  to 
shipping  expenses  and  allowances  therefor  for  all  contracts  of  the  Genera. 
Schedule  of  Supplies. 

Procurement  Division  Stock.     The  Branch  of  Supply'',  Procurcmient  Division, 
maintains  primarily  for  the  use  of  Federal  agencies  in  YiTashington,  D.C, 
a  stock  of  coim~:on  office  sup'iTlies  as  listed  in  the  General  Schedule  of 
Stock  items.    Altho-ugh  this  stock  is  maintained  largely  for  Washington 
activities,  the  sup'olies  are  also  available  for  field  deliveries. 

1.     The  Branch  of  Supply  is  financed  from  rn  allotment  known  as  a  supply 
■    fund,  and  upon  furnishing  sunplies  to  requisitioning  agencies,  it 
forwards  to  the  consignee  invoices  in  duplicate,  listing  the  items 
and  prices  of  supplies  furnished.     These  invoices  must  be  receipted 
upon  delivery  of  thr  supplies  and  returned  prom'i-^tl-^'"  to  the  Branch  of 
Supply,  Procurement  Division,  Treasury  Department,  Washington,  D.C. 
Reimbursenent  is  secured  hy  the  Branch  of  Supply  through  submission 
of  a  Transfer  and  Counter  Warrant  which,  of  necessity,  must  be  han- 
dled through  the  Fiscal  Division  in  Washington,  with  all  billings 
on  a  bureau  level  instead  of  a  regional  level. 

Orders  on  the  Branch  of  Supply  will  be  prepared  and  issued  by  the 
Procurement  Section,  Adrdnistrative  Services  Division,  in  Washington, 
D.C,  since  special  forms  must  be  used  and,  in  most  cases,  will  re- 
quire the-  application  of  preference  ratings  and  other  specific  in- 
formation.   Requisitions  for  supplies'  to  be  obtained  from  the  Branch 
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of  Supply  should  "bo  submitted  in  p-v  origir;".!  and'  three  copies  on 
Form  AD-14A,  -with  indicn.tion  of  Gncumbranco. 

D.  Central  Supplj''  Division.     Supplies  and  stationery '  carried  in  stock  by 
the  Central  Sup'oljr  Division  of  the  Department  should  be  ordered  in  ac- 
cordance ivith  tho  procedure  outlined  in  Adminis tr-.^tive  Services  Divi- 
sion Memorandum  No.  7. 

E.  Federal  Prison  Industries,  Inc.     Items  available  from  the  Federal  Prison 
Industries,  Inc.,  are  listed  in  the  Schedule  of  Products  made  in  Feder- 
al penal  and  correctional  institutions.     The  Federal  departments  and 
independent  establishments  may  not  purchase  from  commercial  sources 
such  items  as  are  available  and  listed  in  the  Schedule  unless  advance 
clearance  has  been  obtained  from  the  Federal  Prison  Industries,  Inc. 
Purchasing  officers  should  proceed  with  caution  in  the  purchase  of  such 

■    itejns,'  as  a  plea  of  an  emergency  requirine;  purchase  i-n  the  open  market 
will  not  be  accepted  and  payment  allowed  by  the  General  Accounting  Of- 
fice.    This  does  not  preclude  the  purchase  of  similar  items  under  the 
General  Schedule  of  Supplies  or  from  the  Procurement  Division  or  the 
Central  Supply  Division  stocks,  inasmuch  as  it  is  to  be  presumed  that 
clearance  has  been  obtained  by  such  agencies. 

F.  Post  Office  Department  Contracts.    The  Pos-tmaster  General  exclusively 
is  vested  with  authority  to  execute  contracts  for  blank  and  printed 
envelopes  for  use  by  the  Federal  agencies i  therefore,  it  is  mandatory 
that  all  envelopes  purchased  from  commercial  sources  be  procured  rader 
contracts  negotiated  "by  the  Post  Office  Department.    Envelopes  pur- 
chased directly  by  the  Regional  Administrative  Services  Divisions 

-  should  be  limited  to  those  listed  in  the  general  AJi^A.  Stock  List.  Such 
purchases  are  consummated  in  the  same  manner  as  any  other  type  purchase 
made  from  a  contract,  except  a  sample  indicating  the  size,  printing, 
and  position  of  window,  if  any,  must  aiccompany  the  order.     It  is  ad- 
visable that  a  duplicate  of  the  sample  submiittod  with  the  order  be  re- 
tained' in  the  purchase  order  jacket  as  a  precautionary  m.easure  in  case 
of  any  controversy  regarding  misprinting,  etc.     Envelopes  of  a  special 
character  covered  by  existing  contracts  with  printing  "!^'rlich  has  not  had 
previous  approval  may  be  secured  by  submission  of  a  requisition,  in  an 
original  o.nd  three  copies  on  Form  AD-'14A,  to  the  Procurement  Section, 
Administrative  Services  Division,  Yfashington,  D.C.     T'/vo  sample  enve- 
lopes of  the  printing  desired,  size,  and' type  should  accompany  the 
requisition,  together  with  a  statement  of.  justification  for  the  special 
type  envelope.    V/hen  a  need  arises  for  a  special  envelope  which  is  not 
covered  by  existing  contracts ,  the  contract  therefor' must  be  negotiated 
by  the  Post  Office  Department.    Requests  for  such  envelopes  should  be 
handle^  in  the  same  manner  as  outlined  for  specially  printed  envelopes, 
and' should  describe  adequately  the  special  envelope  desired  and  be  ac- 
companied with  at  least  20  samples  if  possible,  or  20  sketches  of  the 
type  of  envelope  needed.     The  request  must  also  be  accompanied  with  a 
statement  as  to  the  intended- purpose  for  which  the  envelopes  are  needed 
and  why  none  of  tho  standard  envelopes  covered  by  contract  will  moot 
the  requirements.     The  Procurement  Section  v/ill  arrange  through  the 
Division  of  Purchase,  Sales,  and  Traffic  with  the  Post  Office  Depart- 
ment to  negotiate  a  special  contract,  which  will  be  fonvarded  to  the 
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appropriate  Regional  Administrative  Services  Division  for  issuing 
the  necess^iry  purchase?  order. 

G.  Public  Printer.     The  Public  Printer,  Government  Printing  Office,  is 
authorized  by  law  to  furnish,  uppn  request,  blank  pa r«Dr  -^nc^  blank 
envelopes  for  common  use  by  tvvo  or  more'  FGdoral-  departrnents  and/or 
establishm.ents .     The  Public  Printer  is  also  authorized  to  stock  and 
make  available  certain  miscellaneous  stationery  supplies.     It  is  manda- 
tory that  such  stock  items  for  use  in  the  District  of  Columbia  bo  ob- 
tained from  the  Public  Printer.     The  procurcm.ont  of  such  items  for 
field  use  is  opti-^nal.     The  va.ri'-'us  items  of  blank  paper  available  are 
listed  in  The  Blank  Paper  and  Envelopes  Stock  Catalofr  and  Price  List, 
Miscellaneous  stationerj^  supply  item.s  ai-ailablc  are  those  listed  in 

The  Catalog  and  Price  List,  Miscellaneous  Supplies,  U.  S.  Government 
Printing  Office.     Items  carried  and  to  be  procured  from  the  Government 
Printing  Office  may  be  secured  by  submitting  a  requisition  on  Form 
AD-14A,  in  quadruplicate,  to  the  Pr'^curement  Section,  Administr ^.tive 
Services  Division,  Washington,  D.  C. 

H.  Open  Market.     The  term  "Open  J/|arket,"  as  commonlj^  applied  to  purchases, 
means  those  purchases  made  from  sources  not  covered  by  Government  con- 
tracts. ; 

1.  Limitation.     Section,  3709 . of  the  Revised  Statutes  provides  that  ex- 
cept as  otherwise  provided  by  'laiv,  all  purchases  and  the  contracts 
for  supplies  or  services  other  than  personal  shall  be  made  by  ad- 
vertising a  sufficient  time  previously  for  proposals  respecting  the 
same  ■'when  the  exigencies  do  not  require  the  imraediate  delivery  of 
the  articles  or  performance  of  services.     In  the  Department  of  Agri- 
culture, this  limitati  on  is  gene  rally  fixed  at  |; 50.00,  which  amount 
applies  to  all  appropriations  available  to  this  Administration  for 
administrative  expenses.    Advertising  is  not  required  where  the 
aggregate  am.'^unt  is  not  in     ex,cess  of  that  sv'ecified  by  lav.'  or  . 
whore  it  could  not,  from  the  nature  of  the  article  or  service,  re- 
sult in  competition  or  where  it  v;ould  be  olainlv  ineffective  to 
reduce  expen.sos  even  though  the  expenditure  exceeds  the  open  market 
litnitati on .    An  anticipated  need  ma^'  not  be  split  and  individual 
purchases  of  loss  than  -$50.00  made  at  intervals  in  order  to  avoid 
the^  formal  s.elicitation  of  bids  and  the  com.-^letion  of  a  contract. 

2.  Price  Inquiries.  .  By  reference  to  Paracrraph  3331  of  the  Department 
Regulations,  it  will  be  noted  that  the  authiirit^.''  t'^  purchase  in  the 
open  market  should  not 'be  construed  t.^  dispense  with  reasonable  pric 
inquiry  among  oossible  .c^'^m.-pe titers .     This  has  been  interoreted  by 
the  bureau  purchasins  o-ff icers  -"if"  the  D^'nartment  as  beinp:  a  require- 
ment o.n d  not  as  a  rocoriiiendatien .    Accordingly,  as  a  matter  of  good 
business  policy  and  in  an  of f -^rt- to  effect  ebonom.ies,  inquiries 
from  n'T  loss  tho.n  tliree  concerns  should  be  made  whenever  feasible. 
Price  inquiries  may  bo  made  by  oral  solicitation  (either  by  persona] 
contact  or  by  tele-ohone),  better,  standard  quotation-  form  or,  in 
case  of  emergency,  by  telegraph.     Confirmation;  should  bo  obtained 

of  informal  price  quotations.     The  extent  of  inquiry  should  be  gov- 
erned by  each  individual  .case,' but  in  any  event  inquiry  should  bo 


1 


-  13 


made  of  all  known  reasonable  sources  within  practical  shipping  dis- 
tance.   A  copy  of  the  quotation  form  used  by  the  Procurement  Section 
is  attached  hereto,  and  may  be  follov/ed  in  the  preparation  of  an  ap- 
propriate form  for  use  in  the  Regional  Administrative  Services  Divi- 
sions. 

SECTION  VII  -  TAX  EXEIIPTIOF  CERTIFICATES 

A.    U.  S.  Tax  Exemption  Certificate  should  be  issued  to  the  contractor  at 
the  time  the  purchase  order  is  released  when  a  class  to  the  General 
Schedule  of  Supplies  provides  "prices  herein  are  exclusive  of  the  Fed- 
eral Excise  Tax."    The  Department  has  adopted  a  policy  of  issuing  a 
blanket  certificate  to  cover  certain  contracts  or  items  covered  by  con- 
tracts, and  in  such  cases  it  will  not  bo  necessarj'"  to  issue  an  individual 
certificate  with  the  purchase  order,  it  being  necessary  only  to  make  an 
appropriate  reference  on  the  order  to  the  blanket  certificate  previously 
furnished.    As     lists  of  the  issuance  of  such  blanket  cortificates  are 
made  available,  they  will  be  furnished  by  the  Procurement  Section,  Ad- 
ministrative Services  Division,  Washington,  D.  C. 

SECTION  VIII  -  PURCEASES  UNDER  EZIGENCY  STATR^^ENT 

A.  The  tj/pes  of  purchases  generalljr  made  under  an  exigency  statement  may 
be  grouped  in  tivo  classes. 

1.  Items-  of  a  proprietary  nature  which  are  available  only  from  a  single 
source  of  supply  and  where  it  is  the  only  item  that  vnll  serve  the 
purpose,  etc. 

2.  Items  which  are  required  for  immediate  deliverer  to  meet  a  public 
exigency.    An  "exigency"  is  a  sudden  or  unexpected  happening;  an  un- 
foreseen occurrence  or  condition;  a  perplexing  continp;ency  or  compli- 
cation of  circumstances;  a  sudden  or  unexpected  occasion  for  action. 
An  exigency  may  not  be  created  hj  administrative  officials  through 
procrastination  when  the  items  could  have  been  secured  through  regu- 
lar channels  by  prompt  action. 

B.  A  statem.ent  outlining  in  detail  the  circumstances  necessitating  the 
enporgency  purchase  must  be  prepared  on  Standard  Form  No.  1036-Revised, 
Statement  and  Certificate  of  Award,  and  made  a  po.rt  of  the  voucher  of 
the  vendor.    A  copy  of  the  statement  should  "'.Iso  be  attached  to  the 
copy  of  the  purchase  order  furnished  to  the  Procurement  Section,  Admin- 
istrative Services  Division,  Washington,  D.  C. 

SECTION  IX  -  REGISTER  OF  FURC-ASE  ORDER.S 

A.    A  register  of  purchase  orders  issued  should  be  maintained,  by  vendors. 
This  register  should  show  the  number  and  date  of  the  order,  description 
of  material,  quantity,  cost,  division  and  delivery  point.     Samples  of 
the  cards  used  by  the  Washington  office  and  the  formor  Agricultural 
Jferketing  Service  are  attached.    A  sufficient  supply  of  either  card  is 
not  available  at  this  time  for '  supplying  the  Regional  Administrative 
Services  Divisions.     Information  should  be  furnished  as  to  which  card 
is  preferred. 


SECTIOI^  X  -  PENDING  FJRCFASE  CRDERS 


A»     The  pending  purchase  orders  should  be  kept  in  a  separate  file  from  the 
conpletsd  orders.     These  orders  should  be  rcvievi/od  frequentlv,  and  in 
the  case  of  an  apparent  delinquenc;'?'  in  shipment  .or  forv/ardins:  of  re- 
ceipted copies,  notice  should  be  fori'i/arded  to  the  vendor  or  consignee. 
It  is  important  that  receipted  copies  -qf  pur cho  se "  orders  involving  dis- 
covmts  bo  received  promptly.     Copies,  of  the  form  letters  used  for  these 
purposes  by  thj  I'feshington  office  are  attached. 

SECTION  XI  -  CONTROraSIES 

A.    Any  controversial  question  with  vendors  concerning  deliveries,  failure 
to  make  deliveries,  rejections,  errors,  etc.,  should  be  referred  for 
advice  to  the  Procurement  Section.,  Administrative  ^Services  Division, 
Washington,  E.  C. 


Atta  chments 


Enclosures  referred  to  herein  are  being  furnished  only  to  bhe 'Regional 
-''-dminietrative  Services  iJivisions. 


UITITSD  STATS S  DEPAP-TIvSITT  Or  A&RI  OULT^JEE 
Jood  DiatrilDuticn  Administration 

Washington,        0.  , 

June  8,  1943 

AEMI1IISTEATI7D  SEFAICSS  DIVISION  MEMOBAIJUJI.-I  L'O.  7 

Supplement  3 

Branch  btA  Division  Chiefs  and  Eegional  Ac'oninistrators 
P.  J.  Hughes,  Chief,  Administrative  Senrices  Division 
Routing  of  requisitions  for  Supplies  and  Equipisent 

Several  of  the  Eegional  Administrative  Services  Divisions  h?ve  re- 
centl:;""  advised  us  tha.t  the^  are  encountering  difficulty  in  h,?ving 
officers  in  chrrge  of  field  offices  send  their  requisitions  for  sup- 
plies and  equipment  to  the  Eegional  Administrative  Services* Divisions 
rather  than  direct  to  their  Washington  Branch  chiefs.    We  r,.re  also 
advised  that  there  is  still  a  considerahle  amount  of  purchasing  being 
performed  through  station  letters  of  authorization. without  reference  . 
to  the  Eegiona-l  Administrative  Services  Divisions. 

The  situation  has  "been  discussed -with  officers  in  ch2.rge  of  field 
offices  and  they  liave  stated  that  they  h?ve  "been  operating  on  that 
procedure  for  several  years  and  hesitate    to  make  a.  change  of  proce- 
dure, also  tha.t  since  they  are  still  operating,  in  some  instazices, 
under  Washington  Branch  chiefs  they  feel  thej^  should  he  given  a 
directive  fTciv.  their  Washington  Branch  offices  instructing  them  to 
direct  their  ijrocurement  activities  through  the  Eegional  Administra,- 
tive  Services  Divisions.    Administrative  Services  Division  laemorandum 
llo.  7  and  supplements  thereto  indicate  the  procedure  to  be  followe-d 
by  emijloyees  operating  in  the  ,  field  in  the  procurement  of  supplies 
arid  equipment.     Copies  of  this  memorandum  have  been  J\irnished  to  all 
field  offices. 

It  is  reqiiested  tha.t  if  yon  have  not  alree.dy  done  so  you  advise  your 
field  offices  that  requisitions  for  supplies  a.nd  equipment  required 
in  the  opera-tion  of  their  offices  should  be  placed  with  the  Eegional 
Administrative  Services  Division,  which  mil  either  prodre  the  items 
for  the  offices  or  authorize  a  local  purchase  b3''  the  offic-r  in  charge 
of  the  field  office.     In  the  event  you  have  alres.dy  advised  your 
field  offices  to  that  effect,  may  I  suggest  tha.t  it  might  facilitate 
the  operations  of  both  regional  offices  azid  field  offices  if  you 
wo\ild  8.^;ain  call  their  attention  to  the  procedure  outlined  in.  Admin- 
istrative Services. Division  iviem-orandum  ITo,  7. 


P-705 


To: 
Prom; 

Subject : 


^  y  /^l^^"^  Food  Distribution  ^xlifdaiotration 

V/ashin>i;ton  25,  D.  C,  .  JHICULTURE 


Septsmber  22,  1943 


iiDiJiJIoTRATiVii;  SjixiVIOJS  DIVIolON  f;L^i,iORi-.-.DUi.i  WO,  7 
Suppleiiient  5 

TO:  Branch  and  Division  Chiefs  a.nd  Ref^ional  Directors 

FROLi:         F,  J.  Hm,hes,  Chief,  Adirdniatrativs  Services  Division 
GUBJ^JCT:     Procedure  for  Procureiiient  of  Supplies 
SxCOTIOIJ  I  -  PUuCKAb^  0.iD.!2:  F0ini,:3 


A.    It  y«as  sto.ted  in  Paragr.-.ph  A  under  Section  II  of  Aduiinistrc.tive  Services 
Division  Laiuorcndma  l7o,  7j  Suppleiiient  1,  the.t  an  effort  w^s  being  made 
by  a  speci'.-l  c 0:111111 1 tee  of  Goveriinent  oxficiciLs  to  devise  and  hc.ve  placed 
in  use  a  standc.rd  purchase  order  form  bv  all  Federal  departments  ^nd 


agencies,    A  standardized  lorraat  was 


lorized  in  Procur'eiaent  Division 


Circular  Letter  No,  7^:2,  dated  L.-.y  29,  1943, 
Secretary  of  the  Tre....sur 


AcLin,?; 


3eparo.te  foi-ius  based  on  the  standardized  format  have  been  devised  for 
use  of  the  Washington  office  ..nd  the  Regional  offices  o,nd  approved  07 
the  Director  of  Procui-ement.    The  purchase  order  fori^.s  "v<ill  be  identi- 
fied d.s  Form  FDa-^SO  oiia  Form.  FDii.-$80  (Field),    These  forms,  nhich  con- 
sist of  si::  co^,ies  of  varying  colors  e.-uch,  ai'e  inoerleaved  "v«ith  one-time 
Cc-rbon  and  ".iork  on  the  snap-out  prixiciple.     The  various  co^..ies  of  each 
form  o,nd  their  intended  use  o.re  as  follovvs; 


FORii^J^Oj^  S^OR 

FDa-560    (Field)  white 

FDA-5S0a  (Field)  Pink 

FDA"580b  (Field)  Yellovi 

FDa-380c  (Field)  Green 

FDA-SSOd  (Field)  oo-lii.on 

(i'leld)  flue 


Original  -  Vendor's  Copy 
Fiscal  Copy 

Procvtreiiient  Section  Copy 

Receipt  and  Audit 

Treasury  Procurement  Division  Copy 

Reguisitioner '  s  or  Consij^nee's  Copy 


(Form  FDiv-580,  which  is  very  simlar  in  design  to  Form  FDa-5sO  (Field), 
will  not  be  covered  m  detdl  lu  this  Supplement  sixice  it  vdll  be  used 
only  by  the  .iashington  ofiice  and  vdll  be  processed  through  correspond- 
ing channels,) 


1,  roPLi  FjJA-5&0  (Field)  i^ill  bo  iorv;o.r:i.ed.  to  th-^  vendor,  uo^.vithar  ..ith 
copios  Oi  stcjiddrd  Fom  ^.io,  10^^.-1. ^v_L,5,;d,  Public  Voucher  ior  Fur- 
clu.,s23  c,nd  Services  Other  Tiicii  I  eroon«l,  jovirii^.^ent  bill  oF  icdin^. 
(iF  re-:uired),  ..,iid  any  Sciiiiplco, 

2,  Form  FDiT.-5oOci  (Fi^id)  vv"ill  bs  lorv^c.rded  to  th^  xi;ej;ioncil  Fiocd  Di- 
vision for  use  of  one  Accounting  boccj.on, 

3,  Form  FJri->60b  (Field)  v.ill  be  retain  3d  in  the  files  of  the  Frocare- 
p.ent.  oocbioa  oi  tns  AS^xonci  Acliiiirii s tr 3, ti ve  Services  Division, 

4,  Form  FD^-5S0g  (Field)  ;>ill  be:  forjcrd^..  to  the  consi^^nee  or  requi- 
sitioning ofiicvi.    Upon  deliver;.'  of  the  i,.c:teri-;l  or  rcnaerin^  of  thv 
service  covered  b;;'  the  purcrio-se.  order,,  the  conpi.4iee  \;ill  i^c^ipt  the 
iorm  c-nd  return  it  to  tne  .iLegioncl  rtdi-iinistiv..  :iYe  ocrvices  Division, 
The  rrocuren.ent  section  oi  the  .iegion^.1  ^.di;a.ni5trc:ej.ve  oervices  Divi- 
sion will,  ;^,'ro..i^tlv-  upon  its  receipt,  enter  in  the  Cen'C'.r  block  c,t 
tne  ootioiu  of  r'orm  FiiL-5b>0b  i,..''ieldj  ehe  ,.--.1.::  tie  ..■.  beri-i  v/ds  deliv- 
ered or  the  Sv.rvice      s  co;.pleted,  "Ciie  n.^^i.^e  of  \^ho  ^.ei  son  ;>ho  signed 
ti.e  receipt,  ehe  dcxe  ii-.-  receipt         r.jceived,  end  the  d^.tp  it  \,£.s 
i"oi''.:-..rded  to  che  utegioHfil  Fiscel,  Division.     The  i-eceipe  •v'ill  men 

ee  ioi\--:i'ied  to,  imd  re"&ceLn.;d  bp,  ehe  ..^e_ion;-.l  r'lSCcl  ,4ji'v_sion  for 
use  in  cuLiiting  and  Certii mg  me  voucher  of  the  vendor  lor  pr.^-iw-it, 

5,  Foim  FDa-5S0cI  (Field)  will  be  ::ept  m      se;:ir<:te  file  :  nd  fori.erued 
at  ehe  end.  of  live  iuonth  to  elie  Pi  ocureiu..ij.t  ec^Ci^ion,  iiO^.inisti'ative 
gervicee  Division,  ,«c^shin^ton,  ^.  0,,  for  revie.7  and  transjiiit Geo.  to 
the  Froeurei-ient  Division,  Ti'eo.sur^'  Depcrta-'eit,  o.s  re-p^U'ed  ..op  its 
regulc.tions. 

6,  Form  FDA-360e  (Freld)  ":r:ill  be  for'-virdea  to,  ciici  r^taiiied  m  th^.  files 
of,  the  consi^i-K.^  or  reguisitioning  office. 

Orders  _l6Gaod  ov  »ashiri^tOii_ Oitric..?  _Jo/"en.^  F_j-eld  Fui'cn:..oe&,    Form  FDa- 
^oO  (Field)  lill  .-.Iso  be  iised  for  oiu>j;i-s  j.s-.L:^d  bp  ene  ..asiiington  office 
covering  field  purcha-Ses  \vhori  funds  n£ve  be.n.  nicuidDs^red  did  ..ayiiiei.t  is 
to  ee  i:<y  the  ii.e^i.:^n..,l  iD.sc.l  Div.i.s:;.on.     the  lolloeing  proceiure  '..ill 

s,pply  .;ion  r^5;^ject  to  such  pi:a.i;h;.se 


1,  Forms  FDi.-3bOc,,  c  and  e  (iP.eld)  .:ill  b-e  f  ei  .  e^r:.:a  m  i:,he  appropriate 
iio^iOiicd  ncf nnj.strative  Services  ...ivi:;;;.oa, 

2,  pj.;^  --.e :;.i.o:ial  ii.d:iii.:i.vL.x  >..aiv     oervices  Division- eill  retain  Fox=m  FDa- 
5eOe  i^i^'ield)  for  las  _iil.;s  .aid  xor  ^st. .biishing  mp  necessarp  :^-rOj:.- 
ertp  r..;Cor.^s  and  tr..eia.a.t  Form  FDji-^oOt.  (rield)  to  the  Degionc.l  F.lS- 
Cc^l  Division  and  Foi'Lt  FDi.-^SOc  U  i-l-^j  Fo  ehe  censi,  nee  or  i  e>.piisi- 
tiOxiin^  office, 

3,  Fiie  coiisigiiee  or  r'.gui3ieioni:.g  ofxice  nil  i  ^coij-.t  Foi^iii  FD.--3S0c 
upon  d^-d.ivexg''  o.c'  'bhe  e.c.teii_  l  or  ia;n.,Lsr.:--.^  of  ul. service  cevei'ed 
ov  L/iio  j.;urchaso  oi'dei'   s^d  i  ,.;;jarn  j.t  eo   Ci^^  v.-^^ieni  i  .■iv.j.,ii.ias'uii. uiv<^ 
Services  Dxvisioji,    In  such  Cc.s..s,  ti^^  coi,i.si^_,nee  or  requisitioning 
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office  will  not  rvjc^iVci  a  Qojy  of  the  jjurchaso  ordar  for  its  files. 
The  conoignoe  or  r^'.^^iiisitionixig  ofiics  should  record  on  its  iilo 
■  copy  of  thj  requisition  such  inforiiv-tion  as  it  du sires  from  Form 
FDk-5oOc  (Fiold). 

4.  The  Regional  AdLiinistrativci  Servic  js  Division  vdll,  upon  rocoipt  of 
Form  FDA-5G0C  (Field)  from  tho  consignoo  or  roquisitioning  oflicc, 
onter  on  Form  FDa-^SOc  (Field)  tho  dc.te  the  -aaterial  ;vas  doliverod 
or  the  .service  -Waa  coji'pletod,  tho  nciue  of  thj  employee  vvho  si^nod 
the  receipt,  the  date  the  receipt  'was  recjived,  and  the  date  it  was 
forwarded  to  the  itegional •  Fiscid  Division,    The  P'orm  FDA-580c  (Field) 
will  then  be  forv/arded  to,  and  retained  by,  the  Aegional  Fsical  Di- 
vision for  use  in  auditii.g  tiid  Liaking  payi,aont  of  the  voucher  of  the 
vendoi-  ♦ 

5.  The  above  does  not  allovii'  for  a  receipted  copy  of  the  puxchasj  order 
to  be  returned  to  the   i'c.shington  office.    The  liegional  x.dianistrative 
Services  Division  should  therefore  advise  the  Frocui'ement  ooction, 
AdiiD,nistrative  Services  Division,  in  .Washington  of  the  completion  of 
each' such  purchase  oi'der,    a  form  letter  mcy  be  devised  for  this  piir- 
pose,  v,:iich  v;ill  suppl;;'"  thj  information  st,;..tjd  m  F^.ragrQ.ph  C-4  of 
this  oectiOii., 

SECTION  II  -  iiliQUioITION 

A,  The  requisitioning  office  will  pi'^pare  o,n  original  end  one  co_^..y  of  Form 
AD-14,  retain  tho  copy,  and  for;j£-.rd  the  original  to  the  xtegional  .-xOiiiin- 
istro.tive  Services  Division,  The  nuiiiber  of  copies  indicated  tv'ill  a^.^.ly 
only  for  requisitions  requiring  the  issuaxico  of  a  purchase  order  J  as  a 
general  i-ulo,  this  "vdll  be  requisitions  for  furniture  at'id  equipment  end 
any  requisition  foi'  supplies  viiiich  <are  not  listed  in  the  Ai-iA  stock  cat- 
alog or  tho  Central  Suppl^^  Division  stock  catalog, 

SECTION  III  -  xCNClI:iiixAWCE 


A,    The  encuiubrance  on  books  of  thj  kegiona,l  Fiscd-l  Division  will  not  be  es- 
tablished from  the  roeuisition  but  from  the  '.repared  purchase  order.  The 
purchase  should  ncvmally  be  dc,ted  the  succeeding  jorK  day  so  cS  to  PLlov/ 
tiiiie  for  establishjiient  of  the  encui.ibrcaice  ?'nd  for  the  vexidor's  co;^.y  to  be 
.  mailed  on    the  s..:;.:;  dqv  it  is  ddted, 

3,    Forms  FDA-5oOa,  b,  and  c  (Field)  of  the  p'Ui- cho.se  order  vdll  be  forwarded 
to  the  riegiond  Fiscal  Division  for  v^ncuiPoering  of  funds.    Form  FDA-580a 
(Field)  will  be  retained  by  the  liegiond  Fiscal  Division  and  Forms  FDa- 
580b  and  c  (Field)  returned  to  the  xCegional  i-.dministrc.uive  Services  Di- 
vision st^inped  either  ^noui;l)ered  or  insufficient  funds.    Upon  rotui'n  of 
the  lc.tter  two  for/as  indicciting  oncu,:..br-..ace  of  funds,  Form  FDA-ijoQ  (Field) 
x:ill  be  sigxied  c.nd  iw.lled  to  the  v-.udor  and  c.j,./^,rei riote  distribution  lAade 
of  the  oth ir  copies  of  the  purchase  order.    If  sufrici..nt  funds  are  not 
a.Vc.iicble,  tile  rv;:paiEition  sh -ll  oe  returned  to  ■&.ie  r^  piisition^r  ^oith  a 
stctement  to  thc.t  effect,  exce;jt  in  tii,e  case  of  trust  funds  vaien  tiie  re .4- 


uisition  vuill  ho  fon?«arded  to  cno  Frocarom^^nt  Section,  .ianaiiistr£tbivo 
Sorvicea  Division,  in  ;»a3hin(Ston, 


SECTION  IV  -  Pki;P>u:i..TIOW  Of  PUftCK^oE  OriDiiit 

A,    The  pr^pr-crdtion  of  Form  FDa-5"0  (Fi^ld)  vdll  be  substontidly  Z-i-j  ScJuc 
as  for  Form  SLii'i-1027 oxcopt  loi-  -gIio  lolloY.dng  nev-;  points: 

1«  ■  Ivxo thod  o f ^  Pur- cha. s e .  •  Tho  iuethod  of  p-ur'chc.,sG  should  oj  sliov/xn'  in  t-lio 
small  square  indj-catod  by-  an.  crrovi  in  the  upp^r  lui^~hc,nd  i-lock. 
If  the  order  covers  an  itxii  und^r  the  Gjuerc;,l  Sclv^diiLe  of  ouj.plies, 
the  figures  "1"  would  be  shown  in  the  sucil  square.    Or  tho  figure 
"6"  would  be  shown  for  an  op  on  u^rk^t  ^.-ur  chase  of  ^100  oi-  less, 

2,    Point  of  Issue.     The  building  or  street  addjress  and  the  city  --nd 
state  of  the  hegional  iidiidnistrcoive  Services  Jivision  isc-uing  uhe 
order  should  be  sho^jm  in  th.is  block, 

3»    appropriation_  Syjiibol  and  Txtle,    The  coiuplet;^  ap^jro^jriction  sy.ubol 
number  and  the  title  should  be  sxiown, 

^«    Item,  i'lo.    This  column  is  to  oe  us^d  for  listixig  the  Genera.1  Sched- 
ule of  Supplies  item  nu^ibor,    Tha  "T^-S,"  nuiToer  should  'o^  shovvn  in 
parcnthosis  immediately  under  th<^  iiem  nuiiiber.    In  the  case  of  open 
market  purchases,  tne  letters  "O...,.,"  would  be  sho^-n  m  tnis  coluinn, 

SECTION  V  -  ROUTILIG  OF  PUxxCh^-.Sii  OxiD.Sr.S  FG^  rKOFEri'Ix  ^iCCOU:.T.-.SinITY 

A,  Vuith  the  reauction  in  the  nui'uber  of  copies  ox  the  purcho.&e  order  blanic, 
tne  estcblisl'mient  of  e,ny  property  accountability  records  Vvill  not  be  aone 

•  until  after  completion  of  delivery  and  return  of  the  receipted  co;-y  of  the 
purchase  order  to  the  liegional  ricrndxiistrative  Services  Division, 

B,  Form  FDA-$6'0b  (Field),  together  vjith  all  other  docuirients  pertairdng  go 
the  order  projperly  attached,  vdll  be  routed  by  the  Fui'-cxiase  Unit  to  the 
Property  lie  cords  Uxiit. 

C,  The  Property  Records  Unit  will  indicate  in  tho  lower  right-h^nd  corner 

whether  or  not  tiie  order  covers  none>4^endable  projjerty,  estaulish  any 
necessary  records,  date  ^nd  initial,  and  return  the  complete  purchase 
order  file  to  the  lAirch.-.sc  Unit  for  filing. 


/ 


/ 


.  6;  ¥AR  FOOD  AlSVlINISmTlON  /  Cu^I 


Office  of  DistrilDution  /  '-'V^"  ^  -  /b 

Wcashington  25,  D.  C.  /         /^^^  ^  V 

November;' 13,  1944 


ADMINISmiTIVE  SERVICES  DIVISION  MEMOH'iNDUM  N&X„  "^^^^4s^ 

SUPPLMENT  7  "^f. 


TO:  Administrative  Officers  and  Chiefs  of  Regional  Administrative^ 

Services  Divisions  1^ 

EROM:         E.  J.  Hughes,  Chief,  Administrative  Services  Division      a  L/1 

SUBJECT:    Procedure  for  Procurement  of  Supplies 

SECTION  I  -  ROUTING  OE  EISLD  VOUCHERS 


A.  Effective  immediately  paragraph  a-S  of  SECTION  VI,  Method  of  Payment, 
of  Administrative  Services  Division  Memorandum  No.  7,  dated  November 
16,  1942,  is  amended  to  read  as  follows: 

1.  In  open  market  purchases  only,  the  vouchers  should  be  prepared 
in  quadruplicate-  one  white  (original)  and  three  memorandum 
(yellow)  copies. 

2.  All  copies  of  the  voucher,  or  the  certified  invoice,  should  be 
promptly  forwaxded  to  the  appropriate  Regional  Einance  Office  for 
processing  and  payment.     In  open  market  purchases  only,  the  Regional 
Einance  Offices  will  detach  the  third  memorandum  (yellow)  copy  of 
vouchers  or  the  last  copy  of  invoices  and  forward  them  to  the 
Regional  administrative  Services  Divisions. 

B.  The  Regional  Administrative  Services  Divisions  shall  cooperate  in  every 
way  possible,  and  arrange  with  the  respective  Regional  Einance  Offices 
to  refer  or  to  bring  to  their  attention  for  appropriate  action  the 
following  types  of  vouchers: 


1.  Those  covering  purchases  of  nonexpendable  property. 

2.  Those  covering  excessive  quantities  or  purchases  of  equipment  for 
which  authority  has  not  been  delegated. 

3.  Those  involving  modifications  or  corrections  in  contracts. 

SECTION    II  -  ROUTING  OE  PURCHASE  ORDER  VOUCHERS 

A.  Contractors  and  vendors  should  be  advised  to  submit  their  vouchers,  or 
certified  invoices,  and  all  inquiries  or  correspondence  in  connection 
therevdth,  to  the  Regional  Einance  Office  by  filling  in  the  proper  name 
and  address  in  the  lower  left-hand  corner  of  the  original  of  the  pur- 
chase order  blank,  Eorm  EDA--580  (Eield). 
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